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Government User Quick Reference Guide

Creating a New Bid Solicitation

This quick reference guide will walk you through the process of creating a new bid solicitation
from scratch. Throughout the guide, you will see Tips noted in green. These are suggestions
provided based on system usage and vendor feedback.
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Create New Bid
To create a new bid solicitation, you must be logged into eMaryland Marketplace.

After logging into eMaryland Marketplace, select the Basic Purchasing tab at the top left of your screen.
Note: if you have only been assigned the basic purchasing user role, the Basic Purchasing tab will be
your only option.

Basic Purchasing temnal i i Vendor

NIGP Code Browse | My Account | Customer Servica | About ization: Maryland =] May 14,2015 1:0e:10PMEDT S Q@ ull S € M H K

Home | Items v | Documents v | vendors v | quick suy [ Cristen Ervin
Home - Welcome Back Cristen Ervin

EEET) oashboard Reqs(0) Bids(22) PO(1) Approval(d) My Reminders(2) Events(0)

News D Effective Date Category. Title
2 027232012 Procedures NEW eMaryjiand Marketpiace Instructions
5 012712012 Procedures Adding vendors to Bidders List
3 01052012 Procedures Do NOT Include Attachments with /endor Email Notficatons
1 011022012 Procedures Training Webinar

From the Documents drop-down box, select Bids then New.

NIGP Code Browse | My Account | Customer Service | About Current Organization: Maryland Department of General Services @

=

My Reminders(2) Events{0)

Receipts

Invoice Ready for Approval

Quotes Readyto Send Category
9 = Procedures MEW eMaryland Marketplace Instructions
Opened
5 Returned Procedures Adding vendors to Bidders List
3 Bt Procedures Do NOT Include Attachments with “/endor Email Motificatons
Approved
1 Bid to PO Procedures Training Webinar

Canceled

Copyright ® 2015 Periscope Holdings, Inc. - All Rights Reserved.

You will be asked how you would like to create a new bid.

Create a bid from scratch — you will create a bid using a blank template.

Clone a bid from another document — you can create a bid using a previously created bid as a
template. Select information will automatically be pre-filled and you will have the ability to add,
change, or delete information from the template.

Copy Contracts For Renewal — you may copy an existing contract if awarded in eMaryland
Marketplace.

To create a new bid solicitation from scratch, select Create a bid from scratch. Click Continue.

Create a New Bid

Please select the method to create a new bid:
'® Create a bid from scratch
! Clone a bid from ancther document.

! Copy Contracts For Renewal.

|- I

Copyright ® 2015 Periscope Heldings, Inc. - All Rights Reserved.

The New Bid screen will appear. You will proceed through a series of tabs to create your solicitation.
Remember to save after completing each tab.

Page 2 of 20



General Tab
The first tab is the General tab. Fields marked with an asterisk (*) are required. All other fields are
optional; however, may provide relevant information to anyone viewing the bid opportunity.

Enter all relevant information for your bid solicitation.

IEEED) ttems Address  Accounting Routing  Attachments Notes Bidders Amendments Q&A Reminders Summary

Status: 2Bl - In Progress Purchaser* Ervin, Cristen
Hew Solicited Email v Type Code:

Depariment™ v Fiscal Year™ 2014

Location ™ Organization Maryland Department of General Services

Show on Web: ” Allow Electronic Response: ?

Required Date = Bid Opening Date*(MMIDDIYYYY HH:MM.SS AM or PM) =
Available Date *(MM/DD/YYYY HH:MM:SS AM or PM) j] Purge Date:(MM/DDYYY) E]
Bid Type: OpenBid ¥ Informel Bid:

Centrol Code: Estimated Cost s0.00

Print Dest Detail Abways A Alternate ID:

Purchase Method* Open Market ¥

Tax Rate: 3 Print Format. * Bid Print New
Item Single Award Only: Solicttation Enabled: he

Info Contact

Pre-Bid Conference:
(Max size: 250 characters)

4
Bulketin Dest
(Max size: 50D characters)

4
Quote Nofification:

Date Last Updated: User last Updated

Save & Continue.

General Screen Field Descriptions

Bid Number — eMaryland Marketplace will automatically generate and assign a bid number once the
General tab is completed.

Status — Until the solicitation is published, the bid will have the status of In Progress. After the bid is
published, the status will change to Sent.

How Solicited — This is notifying the vendors of the method they will be notified of the solicitation.
Select Email, indicating that vendors will be notified via email through eMM.

Department* - From the drop-down menu, select the organizational department who is issuing the
bid solicitation.

Location* — From the drop-down menu, select the organizational department location who is issuing
the bid solicitation. Note: you must select a Department first.

Show on Web — Check if you would like the bid solicitation to be displayed and seen by vendors on
eMaryland Marketplace. Note: this option is automatically selected by default.

Required Date — Informs vendors of when the buying organization anticipates needing the
product/service.

Available Date* - The date the solicitation will be made available on eMaryland Marketplace. This can
be set for a time in the past to make it available immediately upon Sending, or for a future date and
time.

Bid Type — Select Open Bid or Closed Bid from the drop-down menu.

Open Bid — Bid is open for all vendors to view and submit a response.
Closed Bid — Only vendors added to the Bidder tab may view and respond to the solicitation.

Control Code — Open field to be used per buyer discretion.
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Print Dest Detail — Select Always.

Purchase Method* - From the drop-down menu select from the available purchase methods.
Tax Rate — Not used.

Item Single Award Only — When checked, items may only be awarded to a single vendor.

Info Contact — Enter the contact information for the individual that may be contacted for bid
information.

Pre-Bid Conference — Enter details of pre-bid conference. Allows up to 250 characters.
Bulletin Desc — Adds additional text to vendor notification email. Allows up to 500 characters.

Quote Notification — Check if you would like to receive an email notification when a bidder has
submitted an electronic bid.

Date Last Updated — System generated. List the last date the bid solicitation was updated.
User Last Updated — System generated. List the last user to update the bid solicitation.

Description* — Provide a description of the bid you are soliciting. Vendors may search for bids using
the description entered in this field. Tip: It is important to enter a description that is relevant to the
vendor so they can easily find your solicitation.

Purchaser* - This will automatically prefill to the user logged in; however, you can assign a different
purchaser at any time. Tip: If the assigned purchaser is will be unable to attend to the bid for a period
of time (e.g. going on vacation), prior to leaving they may assign a different purchaser to watch over
the bid in their absence.

Type Code — Select the best option that identifies the type of bid.

Fiscal Year* — This will default to the current fiscal year. When available, future fiscal years may be
selected for procurements to be awarded in upcoming fiscal years.

Organization — The Organization will pre-fill based on your assigned organization. If you have been
assigned multiple organizations, this will pre-fill to the organization you currently have selected.

Allow Electronic Response — A check-mark in this box allows vendors to submit bids online through
eMaryland Marketplace. To uncheck the box, click on the box and the check-mark will disappear. If
this box is not checked, vendors will not be able to submit bids through eMaryland Marketplace.

Bid Opening Date — This is the date the bid will close to the public. Vendors will not be able to submit
bids online past this time and date. When completing this field, use the calendar icon to select the
time and date. You must first select the time your bid will close then click on the date.

Purge Date — The date that the bid is to be purged from the system.

Informal Bid — Check this box if the solicitation is an informal bid process. This will allow buyers to
access and open the bids before the bid opening date/time.

Estimated Cost — Calculated by system if a unit cost is entered for line items.

Alternate ID — Additional identification field that may be used however the buying organization deems
appropriate. Tip: use this field to enter an ITB or RFQ number.

Print Format* - From the drop-down menu, select a defined print format.

After completing all fields, select Save & Continue.

Page 4 of 20



You will remain on the General tab. An eMaryland Marketplace bid number has been assigned. The bid

number will also be displayed in the grey header labeled Open Market Bid and next to the Bid Number
field on the General tab.

You may see a General Validation Error in red. This error message displays to remind you that these
items must be completed prior to sending the bid solicitation.

ltems Address Accounting Reuting Attachments MNotes Bidders Questions Amendments Q&A Reminders Summary

General Validation Erors

« Noiems.

Big Number. MDDGS31016130 Description*
Status:

[Training Bid 1
- oo —

Click on the Items tab.
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Items Tab
The Items tab is where you enter the line items for the products or services you are procuring.

To enter a new item, click Add Item.

Open Market Bid MDDG 531016130
General Wit Address A i i Notes Bidders i A Q%A i ¥
(e -l Address  Accounting  Attachments Notes Questions
There are no items. Please click 'Search Items’ or "Add Item’ below to add an item.

- [

Copyright & I-_‘-D1 5 Peristops Holdings, Inc. - All Rights Reserved.

A blank item entry form will open allowing you to enter the information for your items (one at a time).

Complete all necessary fields. Fields marked with an * are required.

Open Market Bid MDDGS31016130 Status: 281 - In Progress £

General (Y Address Accounting Routing Attachments MNotes Bidders Questions Amendments Q&A Reminders Summary
[ Address Accounting Attachments Notes Questions

ltem # Item Type: Normal ¥
Print Sequence™ tem Status: 281 - In Progress
Description™ [ig) Stock ftem Humber: ] I:l
‘ 4
Quanity [ Unit Cost [ Net Unit Cost [ uou | Discount % | Total Discount Amt. [ ol

‘ ‘ oo | | | wm
NIGP Class: [ | Rl Tax Rate: [ ]
NIGP Class ltem: [ 1 T s0.00
‘Commedity Code: ‘ || Lookup Commoatty Gode | Extended Amount.  $0.00

| e e e | | oo

Copynght ® 2015 Perscope Holdings, Inc. - All Rights Reserved

Item Field Descriptions
Item #* - Line item number assigned by the system.

Item Type — Select Normal.

Print Sequence* — The print sequence for the item. The item # is the default value for this field, but
the user can change this field if the print sequence needs to be different from the item number
sequence.

Item Status — Current status of line-item.

Description* — Enter a detailed description of the item.
Stock Item Number — Used if the item is a stock item.
Fixed Asset — Not used.

Quantity — Enter the quantity of the item being requested.

Unit Cost — (Optional) You may enter the estimated cost of the item. Later you have the ability to
choose if the vendor can view this information.

Net Unit Cost — The calculated net unit cost of the item. This will automatically calculate by the
system.
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UOM — Unit of Measure. Select the unit of measure for the items being purchased. The default
UOM s each (EA).

Discount % - (Optional) The discount percent for the item.

Total Discount Amount — Total discount amount, based on discount percent. This value is
automatically calculated by the system.

Total — Total cost before tax. This field is automatically calculated by the system.

NIGP Class — The three digit class code associated with the item. For more information on
commodity codes, refer to the Commodity Codes Quick Reference Guide.

Tax Rate — (Optional) The tax rate for the item.

NIGP Class Item — The two digit class code associated with the item (follows the three-digit code
previously selected). For more information on commodity codes, refer to the Commodity Codes
Quick Reference Guide. Tip: Be sure to select codes that are relevant and specific to the
item/services being purchased. Vendors receive notifications based on these codes and failure to
enter proper codes will result in proper vendors not being notified.

Tax Amount — The total tax amount based on the tax rate.
Commodity Code — Leave this field blank.

Extended Amount — The total extended amount of the item based on total for the item and the tax
rate. This field is automatically calculated by the system.

Manufacturer — (Optional) Enter the manufacturer name if a specific manufacturer is requested.
Brand — (Optional) Enter the brand name is a specific brand name is requested.

Model — (Optional) Enter the model name or number if a specific model is requested.

Make — (Optional) Enter a specific make if a specific make is requested.

Packaging — (Optional) Enter packaging requirements if specific packaging is requested.

When you have finished entering all line item information click Save & Add New to enter additional
items or Save & Exit when you have entered all line items.

All line items will display on the screen.

ttem 2 item Total Delete
Cost

Print
Sequence Description

Quantity vom ! Tax Amount
iscount
Amt.

12 inch round chosolate cake with peanut butter frosting garnished with dark chocolate shavings. Each cake to serve 20 people. Cake to be presented on siver round boare

o

1 1.0 0.0 oD 0.0

: =0 ‘ % - ‘ o0 ‘ oa] s | | =
Rectangular sheet cake to serve 4D people. Vanil with chocolate frosting. Piping on top in yellow to read: “Thank You™

2 20 20 ‘ EA v ‘ 0.00 ‘ snnn| 50.00 | nn| sono| 000
Standard size cupeakes. Red velet with cream cheese frosting. No additional decorations,

3 340 po s s 0.0

40.0) EA v 0.00 0.0 0.0 oy

Standard size cupcakes. Vanila bean cupcake with a white chocolate buttercream frosting. No-additional decorations.

e 49 400, ‘ EA v ‘ 0.00 ‘ snnn| 50.00 | nn| sono| 000

Total|  S0.0D
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Items Tab - Address

You can change the billing and/or shipping addresses for individual line items if necessary.

General Address Accounting Routing  Attachments.
Genemleommlmg Attachments Notes Questions

Notes Bidders Questions Amendments Q&A Reminders Summary

Snpt i S
ipto o
Item & Description P e =
1 12 inch round chorolate cake with peanut = = M3~ I
butterosting garmishes wih vark shocolate | |12 @Maryland Marketplace =l LBy sl ey '
shavings. Each cake to serve 20 . View eMaryland Marketplace eharjland Marketplace
Detail 301 W Preston Street 201 W Preston Strest
om -3 om hi-3
Baftimore , MD 21201 Baltimore , MD 21201
us us
Email test@dgs state.md us Email: test@dgs state. md.us
Phone: (123]488-7880 Phene: (123)456 7550
o Rectangular sheet cake to serve 40 people. 3 1 M3 v =
Vanila wih shosolate rosting. Piping ontop | 12~ SMaryland Marketplace e EE-EiEy aniiEim e =
in yellow to read: "Thank Yo.. View Detail eMaryland Marketplace eMaryland Marketplace
301 W Preston Street 301 W Preston Strest
m M3 m M-3
Baftimore , MD 21201 Baltimore , MD 21201
us us
Email: test@dgs. state.md.us Email test@dgs state. md.us
Phone: (123)456-7680 Phone: (123)456 7650
3 Standard size cupcakes. Red velvet with - e )
cream cheese frosting. No addiional e AN S F = LB ety U B 2
decorations. eMaryland Marketplace eMaryland Marketplace
301 W Preston Street 301 W Preston Strest
Baltimere , MD 21201 Baltimore , MD 21201
us us
Email test@dgs state.md us Email: test@dgs state.md.us
Phone: (1231456-7880 Phene: (123)456 7850
4 Standard size cupcakes. Vanila bean W3 ZoMaryland Markelpiz ] M3 - oMary [FEERaE
e oo roam | M3 - eManyland Markefplace =1 M3 - eMaryland Marketplace 2
frosting. No additional decorations. eMaryland Marketplace eMaryland Marketplace
301 W Preston Street 301 W Preston Strest
m M-3 m M-3
Baltimere , MD 21201 Baltimore , MD 21201
us us
Email test@dgs state.md us Email. test@dgs state.md.us
Phone: (1234567890 Phone: {123)456.7890
Ship-to Address: [®]. [Repy to5okcted | [(Applytofi iems | [ Resst Sekecied to Header |

You may change each address individually by selecting the @ icon next to the address you would
like to change.

You may also change the address on multiple items at the same time by using the search boxes at the
bottom of the screen. Select the items you would like to change the address for and choose a new
address by using the Ship-to-Address and/or Bill-to-Address boxes at the bottom of the screen. To

search for addresses, click on the Bl next to the address box. After selecting a new address, click
Apply to Selected.

Items Tab - Accounting (not required)
This tab is not used.

General [[IEF) Address Accounting Routing Attachments Notes Bidders Questions Amendments Q& A Reminders Summary
General Address Attachments Notes Questions

temz (Account Distribution)item Deseription

(0.0%  Lessthan 100% ) 12 inch round chocolate cake with peanut butter frosting garnished with dark chocolate shavings. Each cake to serve 20 .. View Detail o

(D.0%  Lessthan 100% ) Rectangular shest caks to serve: 40 people. Vanila with chocolate frosting. Piping on top in yslow to read: “Thank Yo.. View Detail (8]

3 (0.0%  Less than 100% ) Standard size cupcakes. Red velvet with cream cheese frosting. No additional decorations, o

4 (0.0% Lessthan 100%) kes. Vanilla b

ith & white ¢hocolste buttereream frosting. No additionsl decorations. v

Delete All [ | Reset

Items Tab — Attachments (not required)
You have the option of attaching documents directly to a line item in the bid.

Gnneralmldless Accounting Routing Attachments Notes Bidders Questions Amendments Q& A Reminders Summary
General Address  Accounting Notes Questions

em & {Attachment Count)item Description
1 (0) 12 inch round chocolate take with peanut butter frosting garnished with dark chocolate shavings. Each ¢ake to serve 20 . View Detail
2 (0) Rectangular sheet cake to serve 40 people. \/anile with chocolate frosting. Piping on top in yellow to read: "Thank Ye.. View Detail
3 (D) Standard size cupcakes. Red velvet with cream cheese frosting. No additional decorations.
4 0 ks, Vanila b a white shocolate buttersream frosting. No addtional decorations,

Copyright @ 2015 Periscope Holdings, Inc. - All Rights Reserved
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Items Tab - Notes (not required)
You may add notes to specific line items.

Enter the note in the box. Click Save & Continue.

GenenlmAddren Accounting Routing Attachments Notes Bidders Questions Amendments Q& A Reminders Summary
General Address Accounting Attachments{1) mMenm;

ltem #1: 12 inch round chocolate cake with peanut butter frosting garnished with dark chocolate shavings. Each cake to serve 20 .. View Detail

Delete
(=]

Note Date

user

P

. e ascewmascasaes

Items Tab — Questions (not required)
You may apply questions to be answered for specific line items.

Enter a question in the box provided. Select the line(s) to apply the question. Click Apply to Selected

Item

S.

General [[EI) Address Accounting Routing Attachments Notes Bidders i QRA i Summary
General Address Accounting Attachments(1) Notes [[EEioar)

Select

Item Item #

Question #

‘Question Sequence #

[ reaired | Question

Response Type

Select Question

(0) 12 inch round chocolste cake with peanut butter frosting garnished with dark chocolate shavings. Each cake to serve 20 .. View Detail

[ T

(0) Rectanguiar sheet cake to serve 40 people. Vanilla with chocolste frosting. Piping on top in yelow to read: “Thank Yo...View Detail

(0) Standard size cupcakes. Red velvet with

frosting. Mo addit

(S

(0} peal

Vanilla bs p

A frosting. No additi

Apply to Selected ltems

AVAILABLE v
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Address Tab
You may change the Ship-to-Address and/or the Bill-to-Address.

‘Open Market Bid MDDGS$31016130

Status: 2B1 - In Progress [

General nemsm.:mounnnn Routing Attachments Notes Bidders Questions Amendments Q& A Reminders Summary

Ship-to Address

Bill-to Address.

M3 - eMaryland

=]

M3 - eMaryland =)

eMaryland Marketplace

eMaryland Marketplace

301 W Preston Street
Room -3

Batimore , MD 21201
us

301 W Preston Street
o M-3

Batimore , MD 21201

us

Email: test@dgs state. md.us

Email: test@dgs state md.us
Phone: (123)456-7850

Phone: ({123}455-7890

eeweewmemmmm

Copyright ® 201’ Periscope Hokdings, Inc. - All Rights Reserved

To change either address, select the €l next to the address you would like to change. Search for and
select a new address. Click Save & Continue.

Accounting Tab
This tab is not used.

General Items. Addle.u Routing Attachments Notes Bidders Questions Amendments @& A Reminders Summary

Total Extended Amount = |0.00 Unapplied Distribution Amount = 0.00

Delete
O Fiseal Year

[100.0 |
oo |

[ = oo |

[0.00 |

Total

@ Ifusing Save Based on Dollars, entered dollar amounts may be adjusted during Rebuik for Alltems to ensure proper tem account transactions.

I = | e | s |

Reset

Routing Tab

The routing tab shows the rout of the approval process. The routing that a bid must follow for approval
is determined by the bid’s approval path. The approval path for a bid is displayed on the Routing Tab of
the bid. This tab will remain blank until an approval path is determined when the bid is submitted for
approval. Once the bid approval path as been established, it will display in this tab.

General ftems Address Accounting [[ENTIT) Attschments(1) Notes(f) Bidders Questions Amendments(l) Q&A Reminders(1) Summary

Pre-bid Approval Path

Approval Date ApprovedDisapprovediCanceled

Order Approver Date nt
Approver Fetn Level e == ApprovedDisapprovedCancsled by &

Cristen Ervin 1 1 Frimary 06/03/2015 03:46:28 PM 06ID3/2015 D3:48:17 PM Cristen Ervin
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Attachments
Use this tab to add attachments to the bid. Attachments could include Terms & Conditions, Bid

Specifications, or any other documents necessary to distribute to vendors.
Select Add Attachment.

General Items Address Accounting Routing FLUEET0EIEN Notes Bidders Questi A

@ Ciick Add Att to add

Q&A

No Attachments

- |

Copyright @ 2015 Periscope Holdings, Inc. - All Rights Reserved.

Select Choose File and pick a file to upload. You may enter a description of the file you are uploading in
the Description box. Click Save & Exit.

Add File

@ Name isthe display name for the fik that will appear where attachment repostory fies are displayed. It can be different from the

, spaces, Up to & masimum length of 200

Neme* [ ]

Description [
File*: Chooss File | Nofile chosen

Save & Ext Save & Continue | Reset [ ]

e

The new attachments will display on the screen.

General Items Address Accounting Routing [[FSIUSINTUN Notes Bidders Questions Amendments Q&A Reminders Summary

Name.

Deseription = Antached By Attached Date Delete
Temns and Conditions.pdf Terms and Conditions P Cristen Ervin 061032015

C4 [m]
e

Be sure to leave the box checked under Show Vendor. You may also delete items by selecting the box
under Delete and clicking Save & Continue.
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Notes Tab
The Notes Tab allows you to add, edit and delete notes to provide additional information or special
instructions. Notes added from the Notes Tab are for the overall bid and do not pertain to specific items

on the bid.
To enter a Note, enter your note information in the Note box and click Save & Continue.

To edit a note, enter the changes in the Notes field that you are the author. You cannot edit notes
where you are not identified as the user in the User field. When you have completed your changes,
select Save & Continue.

To delete a note, check the box in the Delete column of the note to be deleted and select Save &
Continue. You cannot delete notes where you are not identified as the user in the User field.

General Items Address Accounting Routing Attachments(1) m Bidders Questions Amendments Q&A Reminders Summary

Delete
Note Date User Note
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Bidders Tab

The Bidders Tab allows you to select who will be able to view, and quote the bid. This tab also allows
you to select the vendors that will be notified of the bid opportunity. Notifications are sent to vendors
on the Bidders tab only.

If you have selected “Closed Bid”, here is where you will add the vendors that you want the bid to be
open to. If you have set the bid to “Open Bid” on the General Tab, the bid will be open and available to
all vendors allowing anyone to search for the bid and submit a response; however, vendors will not
receive notification unless you add them to the Bidders tab.

General ltems Address Accounting Routing Attachments(1) Notes(1) [EEJIae) Guestions Amendments Q&A Reminders Summary
[EZF) subcontractors Quote Activity

Vendor Validation Wamings

« No bid bidder

1 o Select bidder participation, cpen or closed, and select vendors to notify
Unrestricted bid, all vendors can visw and respond

Restricted bid, only seletted vendors can view and respond

Vendor 1D Vendor Name Preferred
Vendor Address ey

2 « [ show Unt Prices to vendors
3 « ¥ Hide Bid Holder List on Vendor Side

@ Before youlook up bid vendors or add a new vendor, please save your unsaved changes. Cherwise you will ose those changes

1. Select bidder participation, open or closed, and select vendors to notify.
Unrestricted bid — all vendors can view the bid and respond.
Restricted bid — only selected vendors can view and respond to the bid.

2. Show Unit Prices to Vendors — Selecting this option allows vendors to see the estimated unit prices
entered when entering the items.

3. Hid Bid Holder List on Vendor Site — Selecting this option prevents other users from being able to see
the Bid Holder List. The Bid Holder List is a list of vendors who have acknowledged the bid.

This list is available to the public through the Open Bids search function on the eMaryland
Marketplace homepage (www.emarylandmarketplace.com). Tip: Vendors are able to use this list to
connect with potential sub-contractors, prime-contractors, or partners.

Select vendors to notify.
To select vendors to notify, click Lookup & Add Vendors. The vendor search screen will appear.
First, you want to add vendors who have registered for the commodity codes you entered for your
line items. Scroll to the bottom of the screen and click Find Vendors for All Commodity Codes on the
Bid.

The results of the search will populate at the bottom of the screen. Click the check-box under the
Select column to select all vendors on the list. This will select all vendors on all pages so there is no
need to select pages individually.

1-25 of 68
123

Select Vendor ID Vendor Name | Alternate | Last PO | Last Bid Address City State | Contact Name Phone Reference
o Date Date. Vendor

7520 Connelley

i 00004203 | Acosta, Inc Hanover MD | - No

r.
Suite F

d 00003458 | “dventsge 1045 Laskin

Waypoint Road \frginia Beach VA No
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If a large quantity of vendors are being selected, you may receive a message stating “Warning: All
vendors have been selected for email notification. A large quantity of vendors may take several
minutes to process.” Click OK. Click Save & Exit.

The page at https://md-test.buyspeed.com says: x

‘Warning: All vendors have been selected for email
notification. A large quantity of vendors may take several
minutes to process.

| oK
|
General Items Address Accounting Routing Attachments(1) Notes(t) [CETT] Questions Amendments Q&A Reminders Summary
[EZF T Subcontractors  Quote Activity
Select bidder participation, open er tlosed, and select vendors to netify
Unre d bid, all vendors cal d respond
Restricted bid, only selectes ndors can view and respond
Delete Vendor 1D Vendor Name Preferred
Vendor Address. Delivery Method
00000719 Tidewater Management Group LLG Bid Mailing Address: Add New Address Email
General Mailing Address - Dwight Gorsuch 8282 Burris Road Rock Hal . v
6282 Burris Road
Rock Haill, MD 21881
us
00002759 Mid Atlantic Correctional Supply Bid Mailing Address: Add New Address Email
Bid Mailing Address(default) - Mike Sengillo 3 Leith Lane Hilten Hilton... ¥

You may add additional vendors to the Bidders tab by selecting Lookup & Add Vendors then
performing a search for vendors using any of the search criteria provided. When you are finished
adding vendors, click Save & Continue.

You may delete vendors from the Bidders tab as needed. Click on the box next to the vendor you
would like to delete and click Save & Continue.
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Questions Tab
The Questions tab allows you to create questions for the vendor to answer with a supplied response
type. You can make these questions a required response by checking the Required box.

General ltems Address Accounting Routing Attachments(1) Notes(1) Bidders [TENCILY Amendments Q&A Reminders Summary

Delste Question # Semunce | Reauired Question Response Type.

] o 10 =] AVAILABLE v

() Delete A1

e |

To enter a question, enter the question information in the question box. Select a response type from
the drop-down menu.

Amendments Tab

If amendments are added to the bid, they will be listed on this tab. You may only enter an amendment
after a bid is published. For instructions on adding an amendment, refer to the Creating a Bid
Amendment Quick Reference Guide.

General Items Address Accounting Routing Attachments(1) Notes(1) Bidders Questions FUCILLEICE Q& A Reminders  Summary

There are no bid amendment for this document.
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Q&ATab

The Q & A (Questions & Answers) tab allows vendors to submit questions to the procurement officers.
In return, the procurement officers provide answers to the questions on this tab. Vendors are able to
submit questions up until the bid opening date/time. There is no option to select a cutoff time in the
system.

To allow vendors to submit questions, select Allow vendor to submit questions. If you would like to be
notified when a vendor submits a question, select Send notification when vendor submitting questions.

General Items Address Accounting Routing Attachments(1) Notes(1) Bidders Questions Amenﬂments Reminders  Summary

Question # Croated Date User Created GQuestion Subject Question Answer Show on Vieb Shaw Origial Vendor Only Delete

Add New:

() llow vendor to submit questions

(1) send nofification when vendor submitting question

e ——

Tip: For transparency, you may advise all vendors to use this option to submit all questions. If you do
receive questions from vendors outside eMaryland Marketplace, you may enter questions on behalf of
the vendors. For example, if questions are asked during the pre-bid meeting you can address the
answers on the Q & A tab.

To enter a question, type in the Question Subject, Question, and Answer in the boxes provided. Click
Show on Web so vendors can view the questions. Click Save & Continue.

General ltems Address Accounting Routing Aftachments(1) Notes(1) Bidders Questions Amendments m Reminders  Summary

Question # Crested Date User Created Question Subject Question Anzwer ‘Show on Web ‘Show Original Vendor Only Delste
o [a] (8]

1 DE/03/2015 | Cristen Ervin Ingredients Can cake be made with whest flour instead of a white flour? No @ @

Add New:

() atow vendor to submit questions

[ send notification when vendor submitting question

e ——

Questions and answers will display on the Q & A tab once entered.

When answering questions, you have the option to Show Original Vendor Only. Selecting this box
prevents all other interested vendors from seeing the question and answer.
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Reminders Tab
The Reminders tab allows you to set reminders for the bid.

1. Under Due Date, select the date the task is to be completed.

2. Enter the task information in the Comment box.

3. Select who you would like to remind (yourself or someone else in the eMM system) from the drop-
down box under Remind Whom.

4. Select how many days before the Due Date you would like the reminder to be sent.
5. Be sure to select the Send Email box to have the reminder sent to you via email.

After entering all reminder information, click Save & Continue.

General Items Address Accounting Routing Attachments{1) Notes(1) Bidders Questions Amendments us..: Summary

1. 2. 3.

Comment* Remind Whon'
(MADDYYYY) (max 250 characters)

Date Completed send Date Entersd
MDDYYYT) Email Entered By

>

The reminder will display on the screen.

General ltems Address Accounting Routing Attachments(1) Notes(1) Bidders Questions Amendments Q& A [[Eilam@) Summary

Due Date* Comment* Remind Whom* Days. Date Completed send Date Entered Delcte
WRADDIYYYY) (max 250 charaeters) Frior DO VYY) Email Entered By O
s O
Remind®
o
4
06/03/2015 ] Check for Bids. I:“E] 06/03/2015 03:35:11 PM Cristen Enin ]
7]
4

@ Please save your changes before sorting table. Otherwise, your changes wil be lost

I - |

Tip: When using the Reminders tab, some suggested reminders include:
® Pre-bid reminder.

e Reminder for the last day to accept questions from vendors.
e Reminder to check a day or so before bid opening to review the number of quotes received.
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Summary Tab

The Summary tab displays summary information for the bid.

Look over the summary page to ensure all information is correct. Click Submit for Approval.

General ltems Address Accounting Routing Attachmentsi1) Notes(1) Bidders Questions Amendments Q&A Reminders(1) [ETmEod

Header Information

Bid Number:
Purchaser:
Organization:
Fiscal Year:

Show On Web:
Bid Opening Date:
Purge Date:

Bid Type:

Control Code:
Alternate ID:
Blanket/Contract Begin Date:
Info Contact:

NIGP Code Certified Required:

Subcontractor Info:
Date Last Updated:
Ship-to Address:

MDDGS31016130

Cristen Ervin

Maryland Department of General Services
1

Yes

06/0S/2015 01:30:00 PM

Open Bid

Procurement Officer Contact Information
No

06/03/2015 01:31:02 PM

eMaryland Marketplace:
301 W Preston Street

o0m M-
Eatimore , MD 21201
us

Email test@dgs state.md.us
Phone: (123)456-7850

Description:
Minor Status:

Department:
Allow Electronic Quote:
Available Date:

Informal Bid:

Estimated Cost:

Purchase Method:
Blanket/Contract End Date:
Bulletin Desc:

Acknowledge inclusion required:

Quote Notification:
User last Updated:
Bill-to Address:

Training Bid 1

00115 - OFFICE OF BUSINESS PROGRAMS
s

05/14/2015 040000 PM

No
50.00
Open Market

Destription of Bid
Ne

No

Cristen Ervin

eMaryland Marketplace
301 W Preston Street

oom M-
Battimore , MD 21201
us

Email: test@dgs state.md.us
Phone: (123)455-7850

Status:
How Solicited:

Print Dest Detail:
Catalog Id (for contract):
Type Code:

Pre-Bid Conference:

Hour of Acknowledge inclusion:

Item Single Award Only:
Print Format:

Cancel Bid [ |

Clone Bid | |

281 - In Progress

Email

M9 - OFFICE OF BUSINESS PROGRAMS

Pre-Bid Information: Date, Time, Location, RSP, Instructions
00

You will receive a message asking “Are you sure you want to submit this Bid?” Click OK.

You will then be prompted to select approvers.

The page at https://md-test.buyspeed.com says: *

Are you sure you want to submit this Bid?

Can(e'
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Bid Approval
You can manually add approvers or select automatic approval to bypass the approval process.

Open Market Bid MDDGS31016130

Ho approval path meets the document criteria, Do you want to manually add approvers or mark the document as approved?

(® Manually add approvers

O Automatic approval

Fiese Seieclail SppIOvel I joU wenll G nanUslly 40 approvers.

Approver | v|[ addApprover |

=
If you select Automatic Approval you may skip to page 20.

To manually add approvers, select an approver from the Approver drop-down box. Click Add Approver.

‘Open Market Bid MDDGS31016130

No approval path mests the document eriteria. Do you want to manualy add approvers or mark the dotument as approved?
@ Manually acd approvers

Gurrent Approvers

| Approver ‘ Delete ‘

| Envin, Cristen ‘ Delete: ‘

Please select an Anarover i uotwant to manuall add annrovers

Approver | v |[_AddApprover |

e eremsew

The approver will display on the screen. Select Save & Continue. If you wish to delete an approver at
this time you may do so by clicking Delete next to the approver.

The assigned approver would then login and select the bid to approve.

Approval Actions

Options | ® approve ) Disapprove ) Cancel Bid

Comment || ]

SmedBxit |

After selecting Approve, click Save & Exit.
At this point the bid has been approved but not sent (made available to the public).

To Send the bid, Log into eMaryland Marketplace and search for the bid. You may search by using the

# icon in the upper right of the screen or using the Documents drop-down box on the upper left of the
screen.

NIGP Code Browse | My Account | Customer Service | About
Home | Ttems v | Documents v | Vendors v |

To use the Documents drop-down box, select Documents = Bids = Ready to Send.

Your bid will be displayed on this screen.

Bids - Ready to Send
[ iatn |

5as [ = e [ e | P ieied [ S oie \

MDDGS§31016130 ‘ Maryland Department of General Senvices ‘ Cristen Erdn |'rmmng Bid 1 ‘ Open Market | 06/05/2015 01:30:00 P ‘

o ——

Select the Bid # to open the bid.
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Send Bid
You will have the option to Change bid status to “Sent” and notify vendors or Change bid status to
“Sent” only.

To notify vendors, select Change bid status to “Sent” and notify vendors. Click Send Bid.
Depending on the number of vendors selected to notify, this process may take a few minutes.

Send Bid Actions

Option(s)

® Change bid status to "Sent” and notify vendors ) Change bid status to "Sent” only.

Send Bid

Cancel Bid [ |

Clone Bid [ | Print

The Vendor Notification Results will display.

Tip: This will be the only time all vendors will be displayed on one screen. You may want to print this list

for future reference.

Vendor Notification Result

Subject: Bid Notification - Bid # MDDGS31018130, Training Bid 1

Email Recipients

Delivery Date: 06/03/2015 03:56:03 PM

Vendar 1D Vendor Name Email Address
198140 Brown's Catering & Entertainment JOCQUE BROWN itesi@dgs state.md.us)
102640 SYSCO EASTERN MARYLAND LLC NANCY LINCK (test@dgs state.md.us)

00000719 Tidewater Management Group LLG Duwight Gorsuch (test@ags state md.us)
154280 FEESERS, ING. SUE LUBNOW (test@dgs state md us)

00004203 Acosta, Inc Susan Fleishman (test@dgs state.md.us}

00007455 Heritage Fare ‘Wendel Turner (test@dgs state.md.us)

00002820 Lou's House Catering Myron Chase (test@dgs state. md.us)
318751 Duteh Mill Catering KEVIN LINNANE (test@dgs.state.md.us)
304551 DPG & Associates LLC DANA JAMES (test@dgs state.md us)

00020123 Missy’s Desserts Melissa Davis (test@dgs state md.us)

00010547 Grande Reve LLG tina nash (test@dgs state.md.us)

00018834 Deep Roots Foods Tanikka Watford (test@dgs state.md.us)
279396 McKee Foods Corporation KAREN NATION (test@dgs state. md.us)

Select OK to return to the bid summary screen.

You will notice that the Status has changed to Sent.

Open Market Bid MDDG$31016130
General Items Address Accounting Routing Attachments(1) Notes(1)

Header Information
Bid Number:
Purchaser:

MDDGS31016130 Description:

Cristen Ervin Minor Status:

Bidders Questions Amendments Q&A Reminders(1)

‘Summary

Training Bid 1
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Status:

oW suncieu:

285 - Sent




